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Georgia Department of Labor 
APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency 1 

Person to Contact 

Beverly Washington Ada. CLerk -. n - ~ 

3. Action Requested 
a. 
b. 0 

Establish Retention Schedule; rbcord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

. .  9 ,  . ,  - .  . .- . . . . , , . , , b ;  
Administrative - . _-- Services-Procures I_ and distributes. supplies, qateri,ql and equipment, 
vides labor market information. Conducts traintng and maintains official communications. 

- .  , I  

Pro- 

Staff Services'purchases and distributes supplies, materials and equipment for the Labor 
Department. Maintains inventory, property control, utility and telecommunications records, 

7. Eecord~Series Description 

Documents relating to: 

This file contains the following documents (include fom numbers md tides, if any): 
Attach samples of the file. 

I Records are monthly billings for all telecommunication services within the Department o< 
Labor. 
Included are: 

Customer Invoice Detail 
Network Usage Detail 
Form ESA-333 Long Distance 
Phone Call Record 

File i s  arranged: 

8. Monthly Reference Rate How often are records referred to which are: 
One to six months old> ; Seven to twelve months old 5 ; Thirteen to twenty-four months old 1 . ; 
twenty-five months and older 1 7 

Letter-size drawers 7 ; Legal-size drawen ; Shelves ; Other (peciW - 
~- - _- 

g. Annual Rate of Accumulation of Records 
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- 
-. f. I s  the information contained in this series ever published? 

a. I s  the information contained in this series ever amlvzed and/or recorded in a summarized remrt? 
If 'yes, attach copy. --- 

If yes, attach copy. 
h x s  there a duplication of this series in your office, or in another office or agency? 

~ 

rm 

11. Retention Requirements The following requires the series to be kept: 

years. 

years. 

c. Federal Law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Admin i s t ra t i ve  reference requirements a f e  one year. 
a u d i t  every two years; however, They u s u a l l y  run behtnd, and It Is normal ly t h r e e  t o  
four  years Before a u d i t s  a r e  c losed. 

2 a. State Law years. d. Audit period -- 
b. Statute of limitation years. e. Administrative need I -~ 

Federal aud i to rs  a re  supposed t o  

12. Approved Dispositipn Instructions This agency recommends that the file series be cut off at the end of each: 

Q Calendar Year; 0 Fiscal Year; Other then. 

Hold in the current files area month(s) 1 yeads); then 
0 Transfer to local holding area; hold 
Q Transfer to State Records Center; hold 3 . year(s); then u Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s); then 

Other lspecify) 

b-rfz: Destroy only after all state and federal audits been completed. 

These instructions apply to al l  prior and future accumulations of the series. ~. . 

attach letter of explanation.) 

Attorney GeneraVDesignee 
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